+3333333)33)),
* | NCH- POUND =

-I00)))-
M L- HDBK- 1006/ 3C
31 AUGUST 1995

SUPERSEDI NG
M L- HDBK- 1006/ 3B
15 OCTOBER 1990

M LI TARY HANDBOOK

PCLI CY AND PROCEDURES FOR ENG NEERI NG
AND DESI GN CRI TERI A MANUAL PREPARATI ON

AMSC N A AREA FACR

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE: DI STRIBUTION IS
UNLI M TED




M L- HDBK- 1006/ 3C

ABSTRACT

Policy and procedures for the preparation of engineering and design criteria
manual s are presented for the use of preparing activities, engineer or
architect-in-charge (EIC or AIC), and architectural and engineering (A E)
firms. This military handbook includes the Naval Facilities Engineering
Conmand' s ( NAVFACENGCOM s) criteria manual policy decisions, statenments of
responsibility of preparing activities and preparers, a procedure to carry out
criteria manual coordination review, and general guidance on format and style
applicable to criteria manuals, specifically mlitary handbooks. This
handbook al so addresses the preparation of facility plates.
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FOREWORD

Thi s handbook is one of a series developed for instruction on the preparation
of Navy facilities engineering and design criteria documents. This handbook
uses, to the maxi mum extent feasible, national and institute standards in
accordance with NAVFACENGCOM policy. Do not deviate fromthis handbook for
NAVFACENGCOM criteria manual preparation without prior approval of the
NAVFACENGCOM Criteria O fice, Code 15C

Recommendati ons for inprovenent are encouraged fromw thin the Navy, other
Gover nent agencies, and the private sector and should be furnished on the
DD Form 1426 provided inside the back cover to Commander, Naval Facilities
Engi neeri ng Command, Code 15C, 1510 Gl bert Street, Norfolk, VA 23511-2699;
t el ephone comrercial (804) 322-4200, facsimle machine (804) 322-4416.

THI S HANDBOOK SHALL NOT BE USED AS A REFERENCE DOCUMENT FOR PROCUREMENT OF
FACI LI TITES CONSTRUCTION. I T IS TO BE USED | N THE PURCHASE COF FACI LI TI ES

ENG NEERI NG CRI TERI A STUDI ES AND DESI GN ( FI NAL PLANS, SPECI FI CATI ONS, AND COST
ESTI MATES). DO NOT REFERENCE I T IN M LI TARY OR FEDERAL SPECI FI CATI ONS OR
OTHER PROCUREMENT DOCUMENTS.
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Section 1: | NTRODUCTI ON

1.1 Scope. This military handbook, M L-HDBK-1006/3C, provides policy
and detail ed procedures for devel opment and revision of engineering and design
criteria manuals, specifically mlitary handbooks (M L-HDBKs). This is

suppl enentary gui dance to be used in conjunction with ML-STD 962, Standard
Practice for Defense Standards, Handbooks, Acquisition Guides and Bulletins.

1.2 Purpose of Criteria. Criteria are developed to define facilities
engi neeri ng and design technol ogy, functional and operational requirenents,
quality, and health and safety for mlitary and civilian personnel. Building

codes establish mininumconstruction safety requirenents; NAVFACENGCOM
criteria conbines owners interlocking functional requirenents and reasonabl e
and consistent life-cycle costs. There are over 14,000 |ocal versions of the
t hree nodel building codes in the United States. There often are 5 to 30

di fferent authors for a particular subject that applies to the Navy.
Consideration is given to adopting applicable local criteria; this is weighed
agai nst the broader scope need to establish criteria which will be effective
across the entire Navy to ensure quality and consistency.

The Navy's Engineering and Design Criteria Manual Programincl udes
di scipline-oriented criteria manual s on engi neering and design technol ogi es,
and specific facilities engineering and design criteria manuals for functiona
requirenents.

Sone of these manuals are presently carrying the designation of
NAVFACENGCOM desi gn manual (DM). As new nanual s are created or current design
manual s are revised they will be formatted into nmilitary handbooks
(M L- HDBKs) .

Thi s handbook has been devel oped to ensure consistency and clarity
of criteria manuals which strive to set practical standards for the design and
construction of naval shore facilities with a naxi mum overall econony.

1.3 Cancellation. This handbook, M L-HDBK-1006/3C, dated
31 August 1995, cancels and supersedes M L-HDBK-1006/ 3B, dated
15 October 1990.

1.4 Criteria Manuals in a Series. A list of the criteria nanuals in a
particul ar series is presented in the front of each handbook
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Section 2: POLICY

2.1 Requi rements. The creation or revision of an engi neering and design
criteria manual is based on functional requirenents or facility technol ogy
changes as deternmined by the major claimnt, activities such as Engi neering
Field Divisions (EFDs) or Engineering Field Activities (EFAs), Public Wrks
Centers (PWCs), Public Works Departnments (PWDs), Public Wirks O fices (PWs),
Navy functional managers, weapons systens nmanagers (e.g., Naval Sea Systens
Conmand (NAVSEA), etc.). Research existing Departnment of Defense (DOD) and
Federal criteria to avoid duplication and ensure criteria sharing. Use the
Construction Criteria Base (CCB), DOD Index of Specifications and Standards
(DODI SS), and other master data sources to ensure conprehensive review of

exi sting data.

2.2 Criteria Sharing. NAVFACENGCOM s policy is to pronote criteria
sharing; work with the Arny Corps of Engineers and the Air Force for technica
advice to deternmine which criteria manuals are candi dates for sharing. Obtain
approval fromthe appropriate NAVFACENGCOM Code 15C Criteria Manager prior to
any formal agreenment on criteria sharing.

2.3 Criteria Type. NAVFACENGCOM s policy is to also publish criteria
manual s in the formof mlitary handbooks. New or revised design manuals wll
be published as mlitary handbooks.

2.4 Criteria Update Priority System  NAVFACENGCOM Code 15C, in
conjunction with Code 151, will establish a priority listing of criteria
requirements. This listing will be the basis of devel opment of the PA's

annual criteria workload plans. Devel opment of new criteria and revision of
existing criteria on this listing are given priority in resource

di ssem nati on. The engineering and design criteria update priority systemis
as follows:

First - Mlitary Readiness Third - Technol ogy Update
Second - Life, Safety, and Health Fourth - Age of Docunent

Updat e documents under this priority system use age only if the preceding
three priorities do not apply.

2.5 Criteria Validity. NAVFACENGCOM s policy is to update criteria
continuously as functions or technol ogi es change and as feedback and | essons
| earned dictate. Each PA shall ensure that significant technical changes are
made to their assigned docunments and that these changes are published as

qui ckly as possible after the required changes are identified. W are
working toward a "living" docunment that is always current and avail able

t hrough the Construction Criteria Base (CCB). Significant technical changes
will be issued as change notices; refer to pars. 6.10 and 7.6.2 for additiona
i nformation.
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2.6 Quality. NAVFACENGCOM s policy is to provide quality engi neering
and design that produces facilities which

a) Satisfy functional and operational requirenents of the Navy with
sound architectural and engineering practice;

b) Satisfy these requirements at the |lowest |ife-cycle cost;
c) Are environnent responsive and energy efficient;

d) Are aesthetically pleasing, increase productivity, and provide
safe, healthy, and confortabl e environnments.

2.7 Non- Navy Criteria. NAVFACENGCOM s policy is to use non- Government
standards criteria devel oped by others (e.g., industry, standards-generating
organi zati ons, Arny Corps of Engineers, Air Force, and other Federal agencies)
when that criteria satisfies functional requirenents of the Navy.

2.7.1 Excerpts From Non-Navy Criteria. Include short excerpts from
non-Navy criteria in the text, with appropriate recognition to preparer
whenever possible. Avoid requiring the criteria manual user to obtain a
non- Navy docunent to nake use of a few paragraphs.

2.7.1.1 Perm ssion to Use Excerpts. Obtain a witten statenent fromthe
preparer of the non-Navy docunment giving perm ssion for excerpts to be
published in the criteria nanual. Maintain this statement in the officia
work file of the criteria manual.

2.7.2 Ref erence to Non-Navy Criteria. |f extensive use of non-Navy
criteria is necessary and par. 2.7 does not apply, reference the non-Navy
criteria as a mandatory source and provide specific citations to applicable
portions. |Include any mandatory exceptions, additions, or differences from
the referenced document in the criteria manual. |If the reference docunent
contai ns design, system or material options, provide guidance on the

sel ection of appropriate options.

2.8 | n- House Devel opnent. Develop or revise criteria manuals in-house
to the maxi mum extent possible for effective long-terminterpretati on and
consul tation, and to maintain expertise in the subject area.

2.9 Level of Experience. Wite criteria manuals for the experienced
engi neer and architect. Wen use requires special qualifications or
Navy- uni que procedures, include nore detailed instruction for an engi neer or
architect inexperienced in the criteria manual's particular subject matter.

2.10 Fire Protection. NAVFACENGCOM s policy is that fire protection
criteria will not appear in any individual criteria manual. Reference
appropriate paragraphs of ML-HDBK-1008B, Fire Protection for Facilities
Engi neering, Design, and Construction. NAVFACENGCOM Code 15C wi ||l send any
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manual containing fire protection criteria to NAVFACENGCOM Code 150 for review
and approval prior to publication.

2.11 Val ue Engi neering. Consider the value engineering methodol ogy when
prepari ng a new handbook or when nmaking a major revision to an existing
handbook to ensure our Navy and Marine Corps facilities fully satisfy the
functional and operational requirements of the owner-operator at the | owest
life-cycle cost. A progress |level submission will be selected on which the
Val ue Engi neering Team Study (VETS) will be conducted. The study can be
conducted by the AVE firmthrough either its own registered Certified Val ue
Speci alist (CVS) and second teamtechnical support or through a subcontracted
CVS second team The recomrendati ons of the team study along with the A/E
evaluation will be submitted for final acceptance or rejection on the part of
t he Governnment during the review cycle. The VETS for an in-house prepared
docunent may utilize an in-house second team under the direction of an EFD or
EFA CVS. Consult with the NAVFACENGCOM Code 15C engi neer or architect in
charge of the subject matter to determine the need for a VETS.

2.12 Stream ining. Apply streamining concepts when devel oping or
revising a criteria manual to ensure it is not wordy, states clear, concise
definitions of requirenents, elimnates exaggerated and obsol ete i nformation,
and is witten in performance | anguage.
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Section 3: DEFIN TI ONS

3.1 Mlitary Handbooks. Mlitary handbooks, devel oped as engi neering
and design criteria nmanuals, contain standard procedural, technical

engi neering, design, and construction information and rel ated data, and are
avail abl e for use by DOD activities. Mlitary handbooks strive to provide
formal engi neering and design guidance at all organizational |evels of DOD.
The objective of nmilitary handbooks is to devel op standardi zed products and
practices to satisfy mlitary requirements and to prevent duplicating and
over | appi ng of descriptive informati on among the various services. Mlitary
handbooks listed in Mlitary Bulletin (ML-BUL) 34, Engineering and Design
Criteria for Navy Facilities, are nandatory guidance for Navy projects, except
as limted specifically in each docunent.

3.2 Construction Criteria Base (CCB). CCB is a fully indexed,

mass- produced package of criteria "libraries," on conpact disc

read-onl y-nmenmory (CD-ROM which is mcroconmputer readable. This user-friendly
system has quick search and retrieval capability and rapid conversion from
ASCI| to any of the nost popular word processing prograns.

3.3 Departnment of Defense |ndex of Specifications and Standards
(DODISS). The DODISS is a publication listing Federal and mlitary

speci fications, standards, and rel ated standardi zati on docunments and

non- Gover nnent documents that have been adopted for use by the DOD. Mlitary
handbooks are listed in this docunment.

3.4 Facility Plates. Facility plates are included in criteria nanuals
and they provide functional l|ayouts of the various portions of the facility.
These plates may list utility and environmental requirenments for each of the
functional areas. Update and convert definitive draw ngs associated with a
mlitary handbook to facility plates.
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Section 4: WHERE TO BEGA N

4.1 Responsibilities of the Preparing Activity (PA). The PAis
responsi ble for reviewing the criteria manual for functional requirenents and
for the adequacy of the facilities technol ogy, working directly with the major
claimant as to disposition of the manual. The PA is responsible for
continuously correcting deficiencies as they are identified and providing
recormended manual changes to NAVFACENGCOM Code 15C. Corrections will be
continuously added to the CCB which is published quarterly.

4.1.1 Cancellation. If it is deternmined that the criteria manual is no
| onger needed, refer to par. 7.8 for cancellation or "inactive for new design"
not e procedures.

4.1.2 Validation. |If it is determned that the criteria manual is current
with state-of-the-art as presently published, refer to par. 7.9 for validation
procedures.

4.1.3 Revi sion. As soon as the need for revising a criteria document can
be projected, submit a proposal to NAVFACENGCOM Code 15C so that the docunent
preparation can be included for funding in the next Criteria Program Pl an
Include a brief Scope of Work, background, benefits, cost, preparer (in-house
or Contractor) schedule, and priority.

The PA is responsible for:

a) Certifying technical need and economic justification for the
criteria;

b) Certifying that non-Navy criteria, which could be economcally
adapted to satisfy the Navy's functional requirenments, does not exist;

c) Witing the Scope of Work and detail ed m|estone plan, whether
for in-house or AJ/E, in conjunction wth NAVFACENGCOM Code 15C

d) Ensuring preparer adherence to guidelines and schedul es;

e) Updating the ECMS dat abase;

f) Monitoring the coordination review process;

g Ootaining a review of the criteria manual by the EFD or EFA
Saf ety Manager/ Engi neer; and obtaining a signature on the criteria nanual
sign-of f sheet (see Figure 1) which certifies that safety and health criteria
contained in the nmanual are both adequate and correct;

h) Rejecting inferior subnissions;
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i) Ensuring that the handbook fulfills requirenents of the Scope of
Wor k; and

j) Ensuring the final subnission package contains required
i nformation.

4.2 Scope of Work CGeneral Requirenents. After a criteria proposal is
approved and funded, prepare a nore detailed Scope of Wrk. The Scope of Work
for the devel opment of a new or revision of an existing criteria manual shal
be clear and concise. Cearly define the description of work, subnmittals,
sequence of work, and general provisions required of the preparer, as well as
the Government's role in the project. |If the criteria manual is to be a two-
part docunent, define contents of Parts A and B in the Scope of Work.

Appendi x A is a sanple Scope of Work.

4.2.1 Two-Part Format. |n conjunction with the appropriate NAVFACENGCOM
Code 15C Architect or Engineer, determine if the criteria manual will foll ow
the usual format or if it would be nore useful divided into Parts A and B

4.2.1.1 Part A. Include design policy and Navy-uni que technica
requirenments. Limt the criteria in Part Ato that required by designers
experienced in the particular discipline.

4.2.1.2 Part B. Include engineering data required to explain and illustrate
t he basic concepts, equi pment, systens, and procedures. Wite Part B as a

st and- al one reference to assist the | ess experienced designer or reviewer and
t hose | acking the basic references to perform sinple anal yses and

cal cul ations. Include typical exanples where required for clarification.

4.2.2 UNI FORMAT 1. UNI FORMAT Il is a method of classifying building
elements and related site work to ensure consi stent project devel opnent from
one project to the next. It is used in all stages of building construction
from concept and pl anning, through design drawi ngs and specifications
preparation, cost estimating, construction, and mai ntenance. UN FORMAT Il has
been adopted by NAVFAC and NAVFAC s cost estimating systemis being converted
to UNI FORMAT II. Arrange new facility related military handbooks in UN FORMAT
1. For detailed description of UNIFORMAT Il refer to ASTM E 155, Standard
Classification for Building Elenents and Related Sitework - UN FORMAT I

4.3 What is Expected of the Preparer. The preparer may be a private
contractor or an A/VE firm when the work cannot be acconplished in-house. The
preparer is responsible for the follow ng.

4.3.1 Revi ew of Existing Publications. Review publications listed in the
Scope of Work and consider themeither for incorporation, or for reference in
t he handbook under devel oprment or revision

4.3.2 Life-Cycle Costing. Enphasize a |life-cycle cost analysis as part of
t he engi neering anal ysis.
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4.3.3 Certification of Preparer. Certify that required Scope of Wrk
items have been included in the conpl eted handbook, and essential conments are
i ncluded or resolved to the satisfaction of the commenting activity. See
Figure 1.

4.4 Phasi ng of Wrk. The Scope of Wrk shall state what is required of
the preparer at each of the follow ng phases of criteria manual devel opnent or
revision.

4.4.1 Prelimnary Subm ssion. |f a handbook is being prepared by an A/E
firm request a prelimnary submission to confirmthat the preparer is on
target. This allows for early resolution of any mi sunderstandi ngs. The
prelimnary subm ssion shall be a detailed outline of the entire handbook

whi ch addresses the concerns listed in the Scope of Wirk. |f the handbook is
new, include a brief scope statement for each major paragraph heading. |If it
is a revision, include a marked-up copy of the existing criteria nanual to
show antici pated areas of change.

4.4.2 Coordi nati on Phase. For the purpose of coordination, the handbook
shoul d be at |east 90 percent conplete and contain all graphics. Refer to
Section 5 for additional information.

4.4.3 Additional Pre-final Submissions. |f the handbook is being prepared
by an AVE firm request any additional subni ssions between the coordination
phase and final subm ssion deenmed necessary.

4.4.4 Fi nal Subni ssion. The handbook is submitted by the PAto
NAVFACENGCOM Code 15C. Prior to subm ssion, obtain a letter of approval from
the major claimant. Maintain this letter in the official work file of the
handbook. See Figure 2 for sanple approval letter frommajor claimnt. The
final subnmission shall include the foll ow ng:

a) One canera-ready copy (originals) of the conplete handbook in
final formand two conplete copies of the final docunent;

b) 3-1/2-inch DSHD di skettes preferably, or 5-1/4-inch DSDD or DSHD
di skettes of the entire criteria manual including graphics (refer to par
6.4);

c) Fully executed Criteria Manual Preparation Checklist Sign-off
Sheet (Figure 1).

4.5 Criteria Manual Devel opnent Schedule. A pre-set nilestone schedul e
(A through G is provided in the ECM5 for conpletion of the criteria manual
This schedul e represents a nmaxi mum of 360 cal endar days (approxi mately 12
nont hs) for document preparation and submittal to NAVFACENGCOM Code 15C. The
schedul e may be nodified by the PA, if necessary, but overall conpletion tinme
shoul d not be extended. This schedule is interpreted bel ow
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
*PREPARI NG ACTIVITY (PA): Dat

*MANUAL NUMBER: TI TLE:

*1. AS EIC AIC, | CERTIFY THAT the manual has been revi ewed and:
*1. It fulfills Scope of Work, is technically correct, and in

* conpliance with the state-of-the-art.

=

*1.2 |If applicable, have obtained approval letter from major claimnt.
*1.3 There are no unresol ved essential coments;

*1.4 It contains no proprietary design/systens nor classified material;
*1.5 References are correct, current, and conpl ete;

*1.6 Changes to related criteria have been sent to appropriate PA
*1.7 It is conplete and can be released to the public.

*Si ghat ur e: Date:
*2. AS PA SAFETY MANAGER/ ENG NEER, | CERTIFY THAT safety and health

* criteria are both adequate and correct.

*Si ghat ur e: Date:

*

*3. AS PA BRANCH MANAGER, SUPERVI SOR OF EIC/AIC, | CERTIFY:

*3.1 That responsibilities required of EIC/AIC are conpl ete;

*3.2 To the effectiveness and useability of the manual for NAVFAC
* engi neeri ng and design.

*Si ghat ur e: Dat e:
*4. AS PA CRITERI A EDI TOR, | CERTIFY THAT manual :

*4.1 Meets requirenments of M L-HDBK-1006/ 3B;

*4.2 It is administratively conplete and correct;

*4.3 Canera ready copy and diskette(s) are identical.

*Si ghat ur e: Dat e:
*5. AS PA TECHNI CAL STANDARDS SPECI ALI ST, | CERTIFY:

*5.1 Manual adheres to NAVFACENGCOM policy.

*5.2 That DOD sinilar docunent exists/does not exist and a coordination

b R X B kb R o X B b kX b b bk R X B b b X b o X ok X R X b X % kX kX

* plan is encl osed.

*Si ghat ur e: Date:

*6. AS PA DESI GN DI RECTOR, | CERTIFY overall technical/functional

* adequacy of the manual .

*Si ghat ur e: Date:

*7. AS NAVFACENGCOM 15C ARCHI TECT/ ENG NEER- | N- CHARGE, this manual is

* technically and functionally adequate.

*Si ghat ur e: Date:

*8. AS NAVFACENGCOM CRI TERI A OFFI CE DI RECTOR, final overall

* programmati c approval is given.

*Si ghat ur e: Date:

-))))))))))))))))))))))))))))))))I):'))))))i))))))))))))))))))))))))))))))))_
i gure

Criteria Manual Preparation Checklist Sign-off Sheet
9
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*33233133333333333333333333333333333131313333133313131333313313131313133133131311))))»

From (Major Cainmant)

To: (Commander, Commandi ng Officer), (Preparing Activity)
Subj : APPROVAL OF CRI TERI A MANUAL FOR PUBLI CATI ON
Ref : (a) M L-HDBK-1006/3, Policy and Procedures for

Engi neering and Design Criteria Manual Preparation

1. In accordance with reference (a), (criteria manual nunber
and title) is approved for publication.

2. (criteria manual nunber) accurately defines the functiona
requi rement for (e.g., hangar space, warehouse service, etc.)
and the proposed facility solution. This Conmand has i npl enent ed
the policy defined in (criteria manual nunmber) and the manual wll
be the basis for facilities planning, engineering, and design

Si gned,

ok R X B b b kb B kR b X b b b R X b o kX b X o kX ok X F X % o x %
ok R X B ok b R b B R R X b b Rk R X bk o kX ok X o X kX b X ok X % X %

=223333333333333333333333333333333333333131313333133131313333333131311333II))))-

Figure 2
Sanpl e of Approval Letter From Major C ai mant
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a) ECM5 "A-START": This is the date that the contractor is
provided a notice to proceed, or in-house criteria devel opment or revision
begi ns.

b) ECMS "B-FI RST DRAFT SUBM TTAL": This is the prelimnary
subm ssion as described in par. 4.4.1. It is 3 nonths (90 days) after the
"A- START" stage; however, the PA may require any nunber of necessary
unofficial submissions prior to the "B-FI RST DRAFT SUBM TTAL" st age.

c) ECMS "C-COORDI NATI ON': Approximately 2 nonths (60 days) after
the "B-FI RST DRAFT SUBM TTAL," the 90 percent conplete docunment is
di ssem nated for coordination in accordance with Section 5.

d) ECM5 "D RESOLUTION': Conments shall be resolved within 3 nonths
(90 days) after the "C-COORDI NATI ON' stage. This is the date the criteria
manual is returned to the preparer for devel opnent of the final document.

e) ECMS "E-FINAL": Submit the final criteria manual to the PA
Criteria Manager approximately 2 nonths (60 days) after the "D RESOLUTI ON
st age.

f) ECVMS "F-SUBM TTAL HQ': Submit conplete criteria manual package
t o NAVFACENGCOM Code 15C approximately 2 nmonths (60 days) after the "E-FI NAL"
stage. Refer to par. 4.4.4.

ECM5 "G COVPLETI ON APPROVAL": Wthin 1 nonth (30 days) after

g
the "F-SUBM TTAL HQ' stage, NAVFACENGCOM Code 15C approves the criteria manual
for publication and release to the public and private sectors.

11
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Section 5: COORDI NATI ON

5.1 Coordination Policy. NAVFACENGCOM s policy is to fully coordinate
new handbooks and t hose being revi sed when highly controversial changes are
made or differences of opinion are expected and input is desired, prior to
rel ease for publication. Decision on coordination of changes is left to the
PA. Coordinate criteria manuals for review wi th NAVFACENGCOM Code 15C, to
ensure conformance with this handbook and any publication policy guidance
subsequent |y distributed.

5.1.1 Coordi nation of Changes. Do not coordinate routine maintenance
changes to an existing criteria manual unless the preparing activity
det erm nes that:

a) The change has potential for controversy;

b) Additional insight and expertise can be gai ned by review by
other PA's; or

c) Based on previous user comments received, the PA deens
coordi nation i s necessary.

5.1.2 Comments on Uncoordi nated Manuals. Use DD Form 1426,

St andar di zati on Docunent | nprovenment Proposal (the |ast page of each criteria
manual ), to comment on uncoordi nated changes. This form contains preprinted
PA information such as title and document nunber of manual, and PA address and
t el ephone nunmber. Send conpleted DD Form 1426 to the PA and a copy to
NAVFACENGCOM Code 15C

5.1.3 Desi gnation of Coordination Drafts. Coordinate new or revised
criteria manuals at the 90 percent draft stage. Refer to par. 7.1.2 for
desi gnati on requirenents.

5.2 Purpose. The purpose of the coordination phase is to gain input
fromthe w dest possible spectrumof qualified experts. The product resulting
fromthis action is a consensus docunment which is useful to the | argest nunber
of people in the engineering, design, and construction of facilities.

5.3 Full Coordination. Use full coordination only on new docunments and
on those with highly controversial changes where differences of opinion are
expected and input is desired. |n coordinating the handbook, the preparer

will specify the time Iinit for responding. The maximumtinme is 60 days. See

Figure 3 for sanple coordination letter to Governnent organizations and
Figure 4 for sanple coordination letter to industry.

The followi ng activities are standard distribution for the ful
coordi nati on of each new handbook. The PA will determni ne which reviewers are
appropriate to coment on handbook revisions on a case-by-case basis. |n both
new and revi sed handbooks, pars. 5.4 through 5.4.5 apply.

12
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Commander, Atlantic Division

Naval Facilities Engineering Conmand, Code 04A4
1510 G | bert Street

Nor f ol k, VA 23511-2699

Conmander, Pacific Division

Naval Facilities Engineering Conmand, Code 406
Bui | di ng 258 Makal apa

Pear| Harbor, H  96860- 7300

Conmandi ng Officer

Engi neering Field Activity West, Code 09F41
900 Commmodore Drive

San Bruno, CA 94066-2402

Conmandi ng Officer, Northern Division

Naval Facilities Engi neering Conmand, Code 4013
10 Industrial H ghway, Ml Stop 82

Phi | adel phia, PA 19113-2090

Conmandi ng Officer

Engi neering Field Activity Chesapeake, Code 406
Washi ngt on Navy Yard, Building 212

901 M Street, S. E

Washi ngton, DC 20374-5018

Conmandi ng Officer, Southern Division

Naval Facilities Engi neering Command, Code 076DPD
1255 Eagle Drive

North Charleston, SC 29419-9010

Conmandi ng Officer, Southwest Division

Naval Facilities Engineering Conmand, Code 406
1220 Pacific Hi ghway, Building 130

San Di ego, CA 92132-5190

Conmandi ng Officer

Naval Construction Battalion Center
NAVFACENGCOM Code 15G CESO 158

1000 23rd Avenue

Port Huenenme, CA 93043-4301

Commander

Naval Facilities Engi neering Conmand, Code 15C
1510 G | bert Street

Nor f ol k, VA 23511-2699 (5 Copi es)

13
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Conmandi ng Officer

Naval Facilities Engineering Service Center, Code 60APM
560 Center Drive

Port Huenene, CA 93043-4328

Conmandi ng Officer

Engi neering Field Activity Northwest, Code 04B
19917 - 7th Avenue N. E

Poul sbo, WA 98370- 7570

Conmandi ng Officer

Engi neering Field Activity M dwest, Code 420
2703 Sheridan Road

Buil di ng 1A, Suite 120

G eat Lakes, |IL 60088-5600

Conmandi ng Officer

Engi neering Field Activity Mediterranean, Code N4
PSC 810, Box 51

FPO AE 09609- 0051

Send copy of coordination letter only to:

Conmandi ng Officer

Navy Public Wrks Center

Cccupational Safety and Health Support O fice, Code 09K
9742 Maryl and Avenue

Nor f ol k, VA 23311-3095

I n addition, coordinate the handbook with the American Council of
Engi neeri ng Consultants, the national society for the discipline involved,
such as Anerican Society of Cvil Engineers (ASCE), Anerican Society of
Mechani cal Engi neers (ASME), the Institute of Electrical and El ectronics
Engi neers, Inc. (IEEE), and others at the discretion of the PA.

5.4 Comrent s

5.4.1 Subnmittal Date. Subnit comrents on or before the date stipulated in
the forwarding letter

5.4.2 Instructions to Reviewing Activities. Submt comments to the PA on
NAVFAC Form 11012/9 (5-90), Engineering and Design Criteria Review |In making
conments, consider the foll ow ng:

a) Define specific problenms and recommend solutions to the problem
Do not make general or vague criticisns.

b) Handl e graphics, if any, in the same manner as text. ldentify
probl em by quadrant rather than paragraph nunber.

14
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c) Cassify each conment as either "essential" or "suggested."

d) Editorial comments are not required; however, if you consider a
conment serious enough to be classified as essential, offer it.

5.4.3 Suggested Comment. A suggested conmment covers changes consi dered
desirabl e but not absolutely necessary. Suggested comments may be accepted or
rejected by the PA without justification or explanation; however, advise the
conmenters of the disposition of their conments as a matter of courtesy.

5.4.4 Essential Comment. An essential comment covers requirenents or
provi si ons which rmust be adopted or reconciled if the docunment is to be
useable to the commenting activity. Resolve essential comrents to the
satisfaction of the PA and the reviewing activity.

5.4.5 Resol ution. Resolution of comments includes the review of comments
of fered on a particular point and devel oping a rational, professional decision
on a course of action or a solution consistent with the comment, technica
requi renents, and policy.

NAVFACENGCOM Code 15C, with advice from appropriate technica

experts and consultants, will nake a final decision on the disposition of
unresol ved essential comrents. This action should occur rarely, if ever
PA's have the primary responsibility of settling disparities. |f necessary

for Code 15C to becone involved, send a request for such resolution to Code
15C i nmedi ately after the coordination revi ew phase.

NAVFACENGCOM Code 15C wi Il acconplish resolution within 30 days of
recei pt of the request and will imediately informthe PA of such resol ution

15
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*33233133333333333333333333333333333131313333133313131333313313131313133133131311))))»

From (Commander, Conmanding Officer) (Preparing Activity)
To: Di stribution

Subj : COORDI NATI ON OF NAVFAC M LI TARY HANDBOOK ( CRI TERI A MANUAL
NUMBER, "TITLE") (DRAFT) (DATE)
Encl : (1) Copy of Subject Docunent
(2) NAVFAC Form 11012/9 (5-90), "Engineering and Design
Criteria Review

1. Enclosure (1) is forwarded for your review and comment or
concurrence. Please provide coments using enclosure (2).
Local reproduction of additional copies of enclosure (2) is
aut horized if required.

2. An essential comment covers requirenments or provisions which
need to be adopted or reconciled if the docunent is to be useable
by the commenting activity. Please provide specific comrents and
acconpany themw th reasons to assist in their understanding and
resolution. Editorial and format coments will be considered as
suggested comments.

3. To facilitate conpletion of the document on schedul e,
response shoul d be received not |ater than 60 cal endar days from
the date of this letter. Please mail your response to:

(Commander, Commandi ng O ficer)
(Preparing Activity)

4. Your assistance is appreciated. Questions concerning this
docunent shoul d be addressed to (PA Technical Standards
Speci al i st, DSN and Commerci al tel ephone nunbers).

Si gned,

Di stribution:
(Government Organi zati ons)

ok R X B b b kb B kR b X b b b R X b o kX b X o kX ok X F X % o x %
ok R X B ok b R b B R R X b b Rk R X bk o kX ok X o X kX b X ok X % X %

=223333333333333333333333333333333333333131313333133131313333333131311333II))))-

Figure 3
Sanpl e of Coordination Letter to Governnment Organizations
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*33233133333333333333333333333333333131313333133313131333313313131313133133131311))))»

Conmpany Nane
Addr ess
City/ Statel/Zip Code

Dear (Conpany Representative):

This is to invite you to conment on the Navy Facilities
Engi neeri ng Command (NAVFAC) M litary Handbook, (Manual Nunber),
("Title.")

Submit your comments on the encl osed NAVFAC Form 11012/9,
whi ch may be reproduced as required. Also, please make your
comments specific and acconmpany themw th reasons, to assist in
t hei r understandi ng and resol ution.

To facilitate conpletion of the docunment on schedul e, please
respond within 60 cal endar days fromthe date of this letter. W
will retain comments received after the schedul ed date, and
consider themfor inclusion in the subject mlitary handbook when
amended or revised. Ml your response to:

( COMMANDI NG OFFI CER, COVMANDER)
( PREPARI NG ACTI VI TY)

Si ncerely,

Si gned
Encl: (1) (Manual Nunber, "Title" (Draft) (Date)
(2) NAVFAC Form 11012/9 (5-90), "Engi neering and Design
Criteria Review

ok R X B ok b E % b X b b R X b b R b ok X b b R % R X o X o kX% ok X b X F % X%
ok R X B ok b R % o X b b R X b b F kb b X b b o % R X R X b X% ok X b X F % X%

=223333333333333333333333333333333333333131313333133131313333333131311333II))))-

Figure 4
Sanpl e of Coordination Letter to Industry
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Section 6: GENERAL REQUI REMENTS

6.1 Scope. Follow the general guidance in this section when preparing
handbooks.
6.1.1 Pagi nati on. Nunber pages between the cover and Section 1

(Abstract, Foreword, Contents, etc.) consecutively with | owercase Roman
nunerals. Begin with Section 1 and number pages consecutively in Arabic
nuneral s, beginning with "1," to the end of the docunent. Do not insert blank
pages. Refer to par. 7.5 for specific guidance.

6.1.2 Deci mal System Paragraph Nunbering. Number sections, paragraphs,
and subpar agraphs consecutively, using a period to separate the number
representing each breakdown. Number all paragraphs as subparagraphs of the
section in which they appear; e.g., par. 3.2 is a paragraph in Section 3, par
6.2.2 is a subparagraph of Section 6, etc. Linit paragraph breakdown to four
digits and include no nore than two suppl ementary unnunbered paragraphs under
any number ed paragraph.

Exanpl e:  SECTI ON
Par agr aph
Subpar agr aph
Subpar agr aph
Sub- subpar agr aph
Sub- subpar agr aph
Par agr aph

NINTSTS

W 00 W W W W
N -

N R R R

6.1.2.1 Item zation. Ildentify item zation within a paragraph or
subpar agraph by | owercase letters to avoid confusion w th paragraph nunbers.

6.1.2.2 Cross-Reference. Keep cross-references to a mninum Make any
cross-reference to a specific paragraph, subparagraph, or sub-subparagraph
numnber .

6.1.3 Use of the International Systemof Units (SI). In the text of
handbooks cont ai ni ng di nensi ons, wherever possible, use SI units as the
primary di nensi onal system otherw se use customary U.S. dinmensions foll owed
by the SI equivalent to the same | evel of significance enclosed in

parent heses. Do not separate the nunber and unit on separate lines in the
text. In figures and tables, include SI units and customary U. S. units except
where their inclusion makes the figures and tables confusing and unreadabl e.

I f inclusion of both units makes figures and tabl es confusing and unreadabl e,
create a new figure or table using SI units only.

The International Systemof Units is the internationally-accepted
"metric" system Use the acronym"Sl," nmeaning systeminternational. Use
"hard" Sl sizes where industry standards exist, products are readily
available, and it is economcally feasible.

18
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For details on the proper use of Sl units, refer to NAVFAC
Metrication Conversion Policy for Design, Planning, and Design Criteria, and
NAVFAC Gui de Specifications.

6.1.3.1 Li near Measurenent. Use nmeters (m and kiloneters (km for

measur ement of |ong distances and field dinmensions. Use millineter (m) for
measurenment of length in building design, construction, and production and for
el ements of structures where the nmanufacturer would cite in millinmeters; e.g.
wal | board panels. Do not use centimeter (cm; avoid use of cmin building
desi gn and construction applications.

6.1.3.2 Units Less Than Unity. Show SI units of |less than a whole as a
decimal with a zero preceding the decimal point (e.g., 0.25 m.

6.1.3.3 Spacing in Use of SI. Do not use commas in presenting Sl units.
Nunbers are broken by a space, three spaces to the right and left of the
decimal point. |In nunbers of four digits on either side of the deciml point,
the space is usually not necessary. Leave a space between the number and the
SI unit. When citing SI units, do not separate the nunber and SI unit on two
li nes.

6.2 Edi torial Gui dance

6.2.1 Language and Tense. Wite handbooks in active voice, present tense
and in a |language that is appropriate for the user with the experience |eve
required by the subject matter. Do not include descriptions of terns

consi dered common know edge anong engi neeri ng and desi gn professionals.

6.2.2 Structuring of Thoughts. Understand the organization of subject
matter of the handbook and convey that organization to the user by a clear
structuring of thoughts. Use concise sentences and paragraphs.

6.2.3 Word Choice. Do not use vague or anbi guous ternms such as "too
short," "relatively sinple," or "short distance." Use words which denonstrate
exactly what is intended; a neasurable termis preferred. Define "necessary"
or "applicable" for the user instructed to do sonething "when necessary" or

“if applicable." Do not use "and/or." Do not use the virgule (/) to
substitute for the word "and" or "or." Definitive, precise |anguage is
i mperative.

6.2.4 Abbr evi ati ons and Acronynms

6.2.4.1 Abbrevi ati ons. Abbreviations shall conformto the Governnent

Printing OOfice (GPO) Style Manual for word abbreviations, terns of neasure,
and use of signs and synbols. Abbreviations shall be consistent throughout
the publication. Spell out proper nanes the first tine they are used in the
text with the abbreviation in parentheses; use the abbreviation thereafter;
e.g., 10 cubic feet per minute (cfm. Do not use synbols in the text; e.g.
to indicate feet (') or inches ("), spell out or abbreviate consistently
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t hr oughout text; or percent (% or degrees (0), spell out throughout the text.
Synbol s may be used in figures, tables, and facility plates.

Do not use superscript or subscript characters or Greek synbols in
the text or on tables; spell out the words; e.g., 10 cubic neters, 5 square
feet, ohnms, micro, etc.

6.2.4.2 Acronyns. Acronyns may be used if the words are spelled out in the
text the first tine they are used, followed by the acronymin parentheses.

I ncl ude acronyns which are used in the handbook but may be unfamiliar to the
user in the glossary.

6.2.5 Presentation of Fractions. Some typewiters and word processors
have a key for the fractions 1/2 and 1/4 as one typewitten character. Do not
use these keys.

a) Present fractions in the text as shown bel ow
(1) 1/2 inch - three typewitten characters
(2) 1-1/2 inch - five typewitten characters

b) When a fraction is also a nodifier, use the hyphen as shown

bel ow.
(1) 1/2-inch pipe
(2) 1-1/2-inch pipe
6.2.6 Foot not es

6.2.6.1 Footnotes to the Text. Do not footnote the text.

6.2.6.2 Footnotes to Figures and Tables. Place footnotes to a figure or
table below the figure or table outside of the box rule. Footnotes may
contain information that cannot be presented as data within a figure or table.
Nunber footnotes separately for each figure or table. Were using nunerals
will lead to confusion (for exanple in connection with a chem cal formula),
use lowercase letters or other symbols. Do not use superscript characters in
nunbering footnotes; put the letter or nunber in parentheses.

6.2.6.3 Footnotes to Facility Plates. Do not footnote facility plates.
Include | egends (if required) and scales within the facility plate border. |If
the facility plate is not to scale, state this on the plate inside the border
6.3 Appendi ces. Appendices are additional or supplenmentary information
to be used in conjunction with the handbook. Keep the nunber of appendices
mnimal. Ensure that an appendix is within the scope of the handbook and not

inconsistent with it. Prepare appendices in the same format as the handbook
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Begi n the appendi x on the next page followi ng the end of text. Mark
t he upper center of each page with the docunent identifier and the word
"APPENDI X" two |ines below the identifier. Identify appendices al phabetically
(e.g., APPENDI X A, B, etc.). Locate the title two |lines below the word
"APPENDI X" on the begi nning page only. Thereafter only use "APPENDI X A
(Continued)" two lines below the docunment identifier

6.3.1 Use. An appendi x may be an aid to understanding or an exanple of a
process or procedure. Reference the appendix in the handbook indicating how
it applies.

6.3.2 Fi gures and Tables in Appendices. Nunmber figures and tables within
appendi ces as Figure A-1, A-2, and Table A-1, A-2, etc. Refer to par. 6.5.6.4
for presentation of figures and tables.

6.4 Magneti c Medi a Requi renent

6.4.1 Text for Magnetic Media Requirements. Provide text on 3-1/2-inch
DSHD di skettes. Maxi num page size is 64 |lines per page, including docunent
identifier and page nunmber with margins as required in par. 6.5.1. Provide a
single electronic text file for each handbook, not nultiple files that require
i ncorporation into one final document. Subnmit nagnetic nmedia files in

Wor dPerfect (versions through 5.1) or Mcrosoft Wrd 6.0.

6.4.2 Graphics. Provide graphics (graphs, figures, facility plates,

etc.) in a digital format whenever possible. Digital format shall be useable
on Navy (or other Governnment customer) conputer systems such as facilities
CAD2, CADD microcomputers, and engi neering workstations. |f computer graphics
are not used, submt canera-ready original artwork to NAVFACENGCOM Code 15C
(refer to par. 6.5.1). Halftone draw ngs, photographs, pictures, and fol douts
are not acceptable. Generate AUTOCAD and facility |ayout plate graphics

foll owi ng acceptable digital formats, nedia, and standards specified in the
Tri-Service CADD/A S Standards, Conputer-Aided Design and Drafting Architect-
Engi neer Deliverabl es.

6.4.3 Scope of Work Statenents. Include requirenents stated in pars. 6.4
and 6.5.1 in the Scope of Wrk of all handbooks whet her they are prepared

i n-house or by an AEfirm Clearly indicate to the Contractor that an exact
translation is required. Prior to submttal to NAVFACENGCOM Code 15C, ensure
that the canera-ready copy and the nagnetic nmedia are equival ent by perform ng
the followi ng specific quality control checks:

a) Scan diskettes for viruses;

b) Margi ns check

c) Tabs check;

d) Document identifier and page number check
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e) Numbering of paragraphs check
f) Graphics check;
g) Centering check

h) Printout fromnagnetic nmedia is exactly equivalent to the
caner a-ready copy provided;

i) Include on diskettes an explanation of features of their
contents, such as pages containing graphics, word processing format, and
graphics format. Include information which is not imredi ately apparent to an
operator who may be correcting the diskettes and reprinting handbook pages.

6.5 Appearance. The follow ng are detail ed procedures for the
appear ance of a handbook.

6.5.1 Caner a- Ready Copy. Prepare camera-ready copy on 8-1/2- by 11-inch
(213- by 275-nm) white paper, 6-1/2- by 9-inch (163- by 225-nm) inage area,
one side only, single colums, with 1-inch (25 mm margin on all sides.

Fol dout sheets are not acceptable. Type the final copy in Courier 12 pitch
font with text left justified. Do not use automatic hyphenation and onmit word
processi ng codes such as headers, footers, automatic page nunbering, and

not es.

6.5.2 Cover. Refer to par. 7.2 for specific instructions.

6.5.3 Abstract. Center the word "ABSTRACT" three |ines bel ow the
docunent identifier and begin the text two |lines down flush with the |eft
margi n. Do not indent paragraphs. Nunmber the abstract page "ii." Include an

abstract in each handbook. Wite an accurate description of the contents of
t he handbook. Reference category codes if applicable.

6.5.4 Foreword Page. Type the word "FOREWORD' three |ines bel ow the
docunent identifier. Begin the text two |ines down flush with the |eft

margi n. Do not indent paragraphs. In the Foreword, include information about
t he devel opnent and recomended usage of the handbook. Include the nane,
address of the PA, and code and tel ephone nunber of contact at the PA. Ensure
the address is identical to the address on the DD Form 1426, which is the | ast
page of the handbook. Refer to par. 7.3 and the Foreword in this handbook
Nunber the Foreword page "iii."

6.5.5 Contents. On the first page of the contents, center title of the
handbook in all capital letters three lines down fromthe docunent identifier
Center the word "CONTENTS" two |ines bel ow the docunent identifier. Type
"Page" two lines below the word "CONTENTS," 1-1/2 inches (38 m) fromthe
right side of the page. Two lines below that, begin listing the contents of
t he handbook. Show identification nunbers and titles for sections,

par agr aphs, and subparagraphs to four decimal numbers. List sections
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consecutively as Section 1, 2, 3, etc. List succeeding sections two |ines

bel ow the last line of the previous section. Type section headings in al
capital letters, and paragraph and subparagraph headings with the first letter
of principal words capitalized. Connect listings to page nunbers with | eader
dots. Refer to the Contents of this handbook.

6.5.5.1 Appendi ces. Center the word "APPENDI X" or "APPENDI CES" as
appropriate three lines bel ow the | ast paragraph heading. List appendices as
APPENDI X A, B, C, etc., with the first letter of principal words in the title
capitalized. Connect listings to page nunbers with | eader dots.

6.5.5.2 Facility Plates. Center the words "FACILITY PLATES" three |ines
bel ow t he appendices listing (or the | ast paragraph listing if no appendices).
List facility plates consecutively as Sheet No. 1, Sheet No. 2, etc., with the
first letter of principal words in the title capitalized. Connect listings to
page numbers with | eader dots.

6.5.5.3 Figures. Center the word "FIGURES' three |lines bel ow the |ast
listing. List figures consecutively as Figure 1, 2, 3, etc., with the first
letter of principal words in the title capitalized. Connect listings to page
nunbers with | eader dots.

6.5.5.4 Tables. Center the word "TABLES' three |lines bel ow the |ast
listing. List tables consecutively as Table 1, 2, 3, etc., with the first
letter of principal words in the title capitalized. Connect listings to page
nunbers with | eader dots.

6.5.5.5 Bi bl i ography. If the handbook contains a Bibliography
word "Bl BLI OGRAPHY" three lines below the last listing, flush wit
margi n. Connect listing to page nunber with | eader dots.

, type the
h left

6.5.5.6 Ref erences. Type the word "REFERENCES" three |ines below the | ast

listing, flush with left margin. Connect listing to page nunber with | eader
dot s.

6.5.5.7 G ossary. |If the handbook contains a d ossary, type the word
"GLOSSARY" three lines belowthe last listing, flush with left margin.

Connect listing to page nunmber with | eader dots.
6.5.6 Text

6.5.6.1 Par agraphs. Nunber paragraphs in accordance with par. 6.1.2.
Indent the underlined title 10 spaces fromthe left margin. |If text follows
the title, end the title with a period and begin the paragraph on the sane
line. Al other lines are placed flush with the left margin. Leave a bl ank
I i ne between paragraphs. |ndent succeedi ng paragraphs the same as nunbered
par agr aphs.
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6.5.6.2 Ref erences in Text. There are three basic types of references:
aut hored publications, forms, and organi zati onal docunments. Cite references
as follows:

a) Authored publications. The first time an authored publication
is referenced in the text, cite the underlined publication title followed by a
conma, then cite the nane of the author and the year of the publication
Thereafter, cite only the author's |ast name and the year of publication
(e.g., refer to Jones, 1983).

b) Forms. The first time a formis referenced in the text, cite
t he nunber of the form followed by the underlined title of the form
(e.g., DD Form 1426, Standardization Docunment | nprovenent Proposal.)
Thereafter, cite only the form nunber (e.g., DD Form 1426).

c) Organizational docunents. The first time an organizationa
docunent is referenced in the text, spell out the name of the organization
followed by its acronymin parentheses, then cite the docunent numnber,
foll owed by the underlined docunent title (e.g., American Society for Testing
and Materials (ASTM, B 91, Standard Specification for Magnesium Al l oy
Forgings). Thereafter, cite only the acronym and the document nunber (e.qg.
ASTM B 91).

6.5.6.3 Equations. Center equations and fornulas fromeach side of the
page, two |ines below and two |ines above the text, and identify by the word
"EQUATI ON' typed flush left and followed by a colon. Number equations
consecutively throughout the text with the number flush right and in

parent heses. Locate the word "EQUATION," the equation itself, and its nunber
on same line in text, if possible. Two lines below, flush left, type the word
"where." Two lines below, indented 10 spaces, define each el enent of the
equation. Line up all equal signs in definitions. Equations may contain
subscript and superscript nunmbers and letters and G eek synbols.

6.5.6.4 Fi gures and Tables. Use Arabic nunmerals to nunmber figures and

tabl es, separately and consecutively throughout the text. Box rule figures
and tables and center the nunber two lines below the box rule for figures, and
four lines above the box rule for tables. One |ine below the nunmber, center
the title of the figure or table. Landscape figures when it proves necessary
to accommpdate the information being presented. Do not |andscape tables; set
themup vertically. Ensure figures and tables are within the 6-1/2- by 9-inch
(163- by 225-nm) inmge area (refer to par. 6.5.1). Do not photo reduce or
print-out the contents of figures, tables, or facility plates in other than
Courier 12 pitch font to keep themwithin the required 6-1/2- by 9-inch

(163- by 225-nm) inmage area.

Locate figures and tables as close as possible to their
descriptions in the text. Do not break paragraphs to insert figures or
tables. Do not use foldout figures and tables. Refer to par. 6.5.1.
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6.5.6.5 Informal Tables. Informal tables are not nunbered and are rel ated
directly to the preceding text. Center tables within the text and read tables
with the text for ease or enmphasis. Do not list informal tables in the
contents.

6.5.6.6 Facility Plates. To keep text and gui dance drawi ngs together in
one handbook, NAVFACENGCOM encourages the use of facility plates. Locate
facility plates as near as possible to their citation in the text or al

toget her imediately followi ng the | ast page of text. The requirenents are as
fol | ows:

a) FEach facility plate may have several sheets, e.g., genera
| ayout, narrative, notes, utility requirenents, or specialties (as needed).

b) Use category codes for facility plate nunbers and nunber sheets
consecutively.

c) Prepare facility plates on 8-1/2- by 11-inch (213- by 275-mm
paper; image area 6-1/2 by 9 inches (163 by 225 m).

d) Borders are to be 1 inch (25 nm on all sides.

e) Ensure that lettering within the plate can be read fromthe
bottom or right-hand side of the handbook.

f) Use Courier 12 pitch type or size equival ent.

g) Include graphic scales on facility plates which are
di mensi oned. Use foot neasurenents for dinmension |lines and quantity; use
square feet measurenents for building areas. |If the facility plate is not to
scale, state this on the facility plate inside the border

h) Include SI units on facility plates in addition to customary
units and include a graphic mllimeter scale directly under the graphic foot
scale. Use mllineter nmeasurenents for dinmension lines and quantity; use
square meter measurements for buil ding areas.

See Figure 5 for sanple facility plate format.

6.6 Bi bl i ography. A bibliography directs the handbook user to rel ated
publications which are recommended for supplementary reading. If a

bi bl i ography is included, begin it on the next page after the appendices, if
any.

Arrange the bibliography al phabetically in the same manner required
for references (refer to par. 6.7). G oup by subject and al phabetize wi thin
each subject if this increases ease of use. Center the word "Bl BLI OGRAPHY"
three Iines down fromthe docunent identifier; two |ines down, flush with the
left margin, begin with the first entry.
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6.7 Ref erences. Include a reference page in all handbooks. List al
docunents referenced in the handbook and their availability. Place the
reference page after the bibliography. Center the word "REFERENCES" three
lines fromthe document identifier. Two |lines down, flush with the |eft
margi n, add the foll ow ng:

"NOTE: THE FOLLOW NG REFERENCED DOCUMENTS FORM A PART OF THI S HANDBOOK TO THE
EXTENT SPECI FI ED HEREIN. USERS OF THI S HANDBOOK SHOULD REFER TO THE LATEST
REVI SI ONS OF Cl TED DOCUMENTS UNLESS OTHERW SE DI RECTED. "

Three lines down, flush with the left margin, list references in al phabetica
order, as shown in pars. 6.7.1 and 6.7. 2.

6.7.1 Government Docunents. List referenced Governnent specifications,
st andards, handbooks, draw ngs, and publications as applicable, nunerically
(except list federal specifications al phanurmerically) by docunent identifier
excluding revision letters with titles under the foll owi ng headi ngs:

a) (Should be standard in all handbooks - others can be nodified.)

FEDERAL/ M LI TARY SPECI FI CATI ONS, STANDARDS, BULLETI NS, HANDBOOKS, AND NAVFAC
GUI DE_SPECI FI CATI ONS:

Unl ess ot herwi se indicated, copies are available fromthe STANDARDI ZATI ON
DOCUMENT ORDER DESK, Buil ding 4D, 700 Robbi ns Avenue, Phil adel phia, PA
19111-5094.

b) NAVY MANUALS, P-PUBLI CATIONS, AND MAI NTENANCE OPERATI NG

MANUALS:

Avai |l abl e from Departnent of Defense Single Stock Point (DODSSP), Subscription
Servi ces Desk, 700 Robbins Avenue, Building 4D, Phil adel phia, PA 19111-5094.

DODSSP Speci al Assistance Desk (No Orders) - (215) 697-2667/2179 or
DSN 442-2667/2179
DODSSP Subscri ption Services Desk - (215) 697-2569 or DSN 442-2569

Government agenci es nmay order these documents by using the Mlitary Standard
Requi sition and |Issue Procedures (M LSTRI P) order system using stock contro
nunbers; however the private sector nust purchase these docunents.

c) NAVY DEPARTMENT | NSTRUCTIONS: Avail able from Commandi ng
O ficer, Naval Publications and Forms Center (NPFC), 5801 Tabor Avenue,
Phi | adel phia, PA 19120-5099.

d) OTHER GOVERNMENT DOCUMENTS AND PUBLI CATI ONS:

(1) Add the follow ng parenthetical source statenent follow ng
the Iisting of other CGovernnent documents and publications:
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*3333333333333333333333333333333333131313331333131313331313131313131331331313131313333131311)))) »

ok ok X X Xk ok b b R R R R R R X X X X X % ok b b o ok ok ok k% X X

*TITLE: 1, 2, 3 lines, as necessary.

*

/))))))))))))))))))))))))))))))))))))))0))))))0)))))))))))))))))))0))))))))))
XHXXHKXXHKXIXAKXHKXXHKXHKKXHKAXXKXKKXKXX ~ DATE = FACI LI TY PLATE NO = SHEE

* XXOOOOOOOOKKKIKKXXXXX * MY YR* (Cat egory Code) = 1 of 4
* XXOIOOOKOKIIIOKRKIIHKKIXKK * * *
00000000000000000000000000000000 00000 DD Y-SDDIIDIIIIIIIIIIIIDIIDIIIIIDIDD I

ok R RO X X X ok b b R R R R R kX X X X X % ok b b b ok R ok R kX X X X X X X %

Figure 5
Sanple Facility Plate Fornmat
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"“(Unl ess otherwi se indicated, copies are available from (nane and address of
source))."

6.7.2 Non- Gover nnent St andards and Other Publications. List

non- Gover nnent standards and ot her publications including DOD adopted
docunents not normally furnished by the Governnent in appropriate order
(nunerically or al phanunerically) under the headi ngs of the respective

non- Gover nnent standards organi zation. |f the non-CGovernnent standard has
been adopted by the DOD and is listed in the DODI SS, after the title add the
words " (DOD adopted)"; do not provide the specific issue date or other

revision indicator. |If the non-Government standard has not been adopted by
the DOD, the specific issue date or other revision indicator nay be provided,
but it is not required. Include this listing under the foll ow ng subparagraph
headi ng:

a) NON- GOVERNMENT PUBLI CATI ONS:

Unl ess ot herwi se specified, the issues of the docunents which are DOD adopted
are those listed in the DODI SS:

In addition, include the follow ng parenthetical source statenent
foll owi ng each individual publication or each group of related publications
whi ch may be obtained froma common source:

"(Unl ess otherwi se indicated, copies are available from (nane and address
of source))."

b) Authored publications. |[If the handbook contains authored
publications (refer to par. 6.5.6.2), cite them precedi ng the organi zati ona
publications discussed in subpar. a) above, in al phabetical order by author

6.8 G ossary. |If the EIC or AIC deens it useful, prepare a gl ossary
for the handbook. Place it after the appendices, bibliography, and
ref erences.

Center the word "GLOSSARY" three |lines bel ow the docunment

identifier. |If the glossary contains terns or phrases which are used in the
handbook out of their common context, precede the list with a statenent to
that effect; e.g., "Interpret these terns or phrases used in this docunment as
follows:"

Two lines down, flush with the left margin, alphabetically list the
terms, phrases, and acronyns requiring explanation. Type acronyns in capita
letters, but only capitalize the first letter of a termand each principa
word of a phrase. Underline the term phrase, or acronym type a period;
insert two character spaces; and define.
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6.9 St andar di zati on Docunent | nprovenent Proposal (DD Form 1426).
Include a DD Form 1426 in each handbook. Type in the docunent nunber,

document title, date of document, name and address of the PA so that users can
easily coment about the useful ness of the handbook. This formis the |ast
page in the handbook before the back cover and is unnunbered. See the DD Form
1426 at the end of this handbook. When a DD Form 1426 is received with Bl ock
7 conpl eted, send an acknow edgenment within 30 days to the suggester, advising
that comrents were received and are being considered; or the disposition of
the coment received.

6.10 Changes to Existing Handbooks
6.10.1 Types of Changes
6.10.1.1 Signi ficant Techni cal Changes. |ssue a change to correct technica

errors or deficiencies inadvertently overlooked in the preparation of the
ori gi nal handbook.

6.10.1.2 Essential Comments. A change nmay be warranted to resol ve essentia
conments received after publication of the handbook

6.10.1.3 Changes to State-of-the-Art. |Issue a change to reflect a
significant change to the state-of-the-art in the subject matter enconpassed
by the handbook.

6.10.1.4 Changes in Referenced Publications. |ssue a change if a docunent
referenced by the handbook is reissued and if such reissuance is in conflict
with criteria in the handbook.

6. 10.2 Preparation of Changes. The PA of the handbook prepares the
change.

6.10.2.1 Format. Do not issue pen-and-ink changes to handbooks. Prepare
changes in accordance with the format of the original handbook

6.10.2.2 Page Changes. Subnit any changed page, as well as any page on the
front or back of the changed page, to NAVFACENGCOM Code 15C for publication
Retain original page nunbers, if possible. Center the change nunber and date
of change on each changed page, one line below the docunment identifier. Refer
to par. 7.6.3.

6.10.2.3 Additional Material. Should additional material be added so that
ori gi nal page space does not suffice, new pages may be added after the changed
page. This is done by adding a letter, beginning with "a," to the nunmber of

t he precedi ng page and thereby creating a new page.
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Section 7: M LI TARY HANDBOOK DETAI LED PROCEDURES

7.1 General. Mlitary handbooks are part of the Defense

St andardi zati on and Specification Program Handbooks are prepared in
conformance with DOD 4120.3-M Defense Standardi zation and Specification
Program Policies, Procedures, and Instructions and ML-STD 962, and as
suppl enent ed herein.

7.1.1 Assignment of Mlitary Handbook Number and Project Nunber.

M litary handbook nunmbers and Defense Standardi zati on and Specification
Program proj ect nunbers or FACR nunbers for handbooks prepared as engi neering
and design criteria nanuals are assigned by NAVFACENGCOM Code 15C prior to
starting a new or revised handbook. Each new, revised, or changed handbook
requires a new project number.

7.1.2 Desi gnation of Coordination Draft. A coordination draft of a
handbook has not been approved by NAVFACENGCOM Code 15C and is therefore
subject to nodification. Do not use a coordination draft on the handbook
prior to approval. On the cover page of the handbook, in the upper |eft-hand
corner after the document identifier, type the word "(DRAFT)" and on al
remai ni ng pages, center the docunment identifier and the word "(DRAFT)" at the
t op.

7.2 Mlitary Handbook Cover. See Figure 6 for sanple of military
handbook cover.

7.2.1 Measurement System ldentification. Place the applicable
measurenment systemidentification in a rectangular box above the docunent
identifier on the handbook cover page. Ildentify netric docunents by the words
"SYSTEM | NTERNATI ONAL. " Identify inch-pound docunments in the sane manner,
except use the words "INCH POUND." Identify docunents which include a mixture

of metric and inch-pound units by "INCH POUND." Simlarly, identify those
docunents which can be used in either the nmetric or inch-pound systens by
using the words "NOT MEASUREMENT SENSI TI VE. "

Exanpl es:

*3333233333333333313313). +33)31333333313)33333113333))>  +33I333))))),
* SYSTEM | NTERNATI ONAL = = NOT MEASUREMENT SENSI Tl VE = *| NCH- POUND =

=3333333333333333333333= -333I3313133333II331)I3333313))—  -IIIIIIIID))—
M L- HDBK- 1234 M L- HDBK- 1234 M L- HDBK- 1234

7.2.2 Docunment ldentifier. One inch fromtop of page in upper right
corner, identify mlitary handbooks by "M L-HDBK" followed by a hyphen and an
Arabi ¢ numeral assigned by NAVFACENGCOM Code 15C (e.g., M L-HDBK-1008B).

7.2.3 Docunment Date. NAVFACENGCOM Code 15C approves nilitary handbooks
and dates i medi ately before forwarding for reproduction and distribution
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*333333333333333333333333333333333313131333313313131333331313131313333331313131133331311))

+333333)3)3))).,
*| NCH- POUND *

-2333333))))-
M L- HDBK- 1008B
15 JANUARY 1994

SUPERSEDI NG
M L- HDBK- 1008A
31 MARCH 1988

M LI TARY HANDBOOK

FI RE PROTECTI ON FOR FACI LI TI ES

ENG NEERI NG, DESI GN, AND CONSTRUCTI ON

AMSC N A AREA FACR

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE: DI STRIBUTION | S
UNLI M TED

ok X X X ok b b R R o R R kX X X X Xk b b b b R R ok Rk X X X X X X X %
ok X X X b b b R R R b R kX X X X Xk ok b b b ok R ok R 2k X X X X X X X %

-223333333333333333333333333133313131333333131333313131313131333333131313113333131311)II)))-

Figure 6
Sanple of Mlitary Handbook Cover

31



M L- HDBK- 1006/ 3C

7.2.4 Revi sions. Indicate revisions by a capital letter inmediately
foll owi ng the docunent identifier. Mark the first revision with the letter
"A/" and indicate succeeding revisions in al phabetical sequence. Do not use
the letters "I," "O" "S," or "Z." Type the | atest approval date under the
document identifier

Exanpl e: M L- HDBK- 1008B
15 JANUARY 1994

7.2.5 Docunment Type and Title. Ten |lines down, center "M LI TARY
HANDBOOK"; three lines down, center the handbook title in capital letters. |If
the title is nmore than one line, center additional line two |ines below the

first line of the title.

7.2.6 DOD Seal. Center the DOD seal with a dianeter of 1-1/2 inches (38
nm) below the title

7.2.7 Area Designation and Distribution. At the bottom of the cover, type
the area designation, "AMSC NVA" in the lower |left corner and "AREA FACR' in
the I ower right corner of the cover, above the distribution statement. Two
lines below, include a distribution statenment in capital letters as foll ows:

AMSC N A AREA FACR

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE
DI STRIBUTION IS UNLI M TED

7.3 Foreword. Refer to par. 6.5.4 for general guidance. |In the
foreword of military handbooks under the cogni zance of NAVFACENGCOM Code 15
i nclude the foll ow ng:

"TH S HANDBOOK SHALL NOT BE USED AS A REFERENCE DOCUMENT FOR PROCUREMENT OF
FACI LI TITES CONSTRUCTION. I T IS TO BE USED | N THE PURCHASE COF FACI LI TI ES
ENG NEERI NG STUDI ES AND DESI GN ( FI NAL PLANS, SPECI FI CATI ONS, AND COST

ESTI MATES). DO NOT REFERENCE I T IN M LI TARY OR FEDERAL SPECI FI CATI ONS OR
OTHER PROCUREMENT DOCUMENTS. "

7.4 Content. Make the first section of nilitary handbooks "Section 1
| NTRODUCTI ON, " and include the followi ng as subparagraphs.

7.4.1 Scope. Use a clear, concise explanation of the extent or range of
techni cal content of the handbook as the principal statenent of the scope.

I ncl ude a subparagraph entitled "Application" where it is required to indicate
the general field or particular area of use.

7.4.2 Cancellation. List all docunents superseded or cancelled by the
new or revised handbook

32



M L- HDBK- 1006/ 3C

7.5 Techni cal Sections. Begin technical portions of the handbook in
Section 2. Arrange these sections in a |ogical sequence according to the
general schene. |If the manual is in a two part format, do not repeat Section

1 in Part B; nunber Sections consecutively throughout. This makes referencing
cl earer.

7.6 Pagi nation. Refer to par. 6.1.1 for guidance on nunbering from
front cover to first section. Beginning with the first page of the text,
nunber pages consecutively, 1 inch (25 nm fromthe bottom of page, centered,
using Arabic nunerals. Do not insert blank pages.

7.7 Changes to Mlitary Handbooks. Refer to par. 6.10.1 for types of
changes which may be issued. Changes to nilitary handbooks are not
cunul ative, i.e., a Change 2 to a handbook does not include Change 1

7.7.1 | ssuance of Changes. Use notices to transnmit new pages or page
revisions to nilitary handbooks. Prepare such notices and submt to
NAVFACENGCOM Code 15C in hard copy and on 3-1/2-inch DSHD di skettes
preferably, or 5-1/4-inch DSDD or DSHD di skettes. Refer to par. 6.4.

7.7.2 Preparation of Change Notices. Notices carry the sane title and
docunent identifier as the mlitary handbook which they affect. See Figure 7
for sanple of change notice for mlitary handbook.

7.7.3 Date of Change. Date the changed pages the same as the change
notice. At the top of each page, type the change nunber and date, centered,
i medi ately bel ow t he docunent identifier

EXAMPLE
M L- HDBK- 1025/ 1
Change 3, 30 June 1994
7.8 Cancel l ati on. NAVFACENGCOM Code 15C will issue a cancell ation

notice or "inactive for new design" note when it is deternmined a nilitary
handbook is no | onger required.

7.8.1 Process. During the review process, if the EIC or AIC of a PA
determ nes that a mlitary handbook shoul d be cancelled, coordinate a notice
of cancellation with interested activities. |f the handbook is being

repl aced, circulate the notice of cancellation with the coordination draft of
t he docurment that will supersede it. Upon receipt of concurrences, prepare a
notice of cancellation and forward it to NAVFACENGCOM Code 15C. NAVFACENGCOM
Code 15C arranges for printing and distribution of the notice in accordance
with DOD 4120.3-M Chapter 111, Section 8. See Figure 8 for sanple of

cancel lation notice for mlitary handbook.
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+332333333333333333333333333333333313131333313313131333331313131313333333131311333)))1)),
M L- HDBK- 1025/ 1 =

+3333))))),
*NOT| CE OF*

* CHANCGE =
DI
M LI TARY HANDBOOK
Pl ERS AND WHARVES
TO ALL HOLDERS OF M L- HDBK- 1025/ 1:

1. THE FOLLOW NG PAGES OF M L- HDBK-1025/1 HAVE BEEN
SUPERSEDE THE PAGES LI STED:

NEW PAGE DATE SUPERSEDED PAGE

Vi i 30 June 1994 Vi

viii 30 June 1994 Vi i

viii-a 30 June 1994 New Page
13 30 June 1994 13

14 30 June 1994 14

25 30 June 1994 25

25a 30 June 1994 New Page
26 30 June 1994 26

191 30 June 1994 191

ok X X X b b b R R R b R R X X X X X % ok b b b R R R R kX X X X X X X %

UNLI M TED

NOTI CE 3

30 JUNE 1994

REVI SED AND

30
30

30
30
30

30
28

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE

DATE

Cct ober
Cct ober

Cct ober
Cct ober
Cct ober

Cct ober

February 1992
2. RETAI N THI' S NOTI CE AND | NSERT BEFORE TABLE OF CONTENTS.

1987
1987

1987
1987
1987

1987

3. HOLDERS OF M L- HDBK-1025/1 W LL VERI FY THAT PAGE CHANGES AND
ADDI TI ONS | NDI CATED ABOVE HAVE BEEN ENTERED. THI' S NOTI CE PAGE WLL BE
RETAI NED AS A CHECK SHEET. THI S | SSUANCE, TOGETHER W TH APPENDED PAGES,
I'S A SEPARATE PUBLI CATI ON. EACH NOTICE IS TO BE RETAI NED BY STOCKI NG
PO NTS UNTIL THE M LI TARY HANDBOOK | S COVMPLETELY REVI SED OR CANCELLED.

ok kX X Xk ok b b b R R R R R R X X X X X % ok b b o ok ok ok ok ok % % X X

CUSTODI AN PREPARI NG ACTIVITY
NAVY - YD2 NAVY - YD2
PROJIECT NO.
FACR- 1126
AMSC N A AREA FACR*

DI STRI BUTI ON | S*

-2233333333333333333333333333331313133333313133331313313131333313313131313333313131)))I)))-

Figure 7

Sanpl e of Change Notice for MIlitary Handbook
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*33233333333333333333333333333333331313133331333131313331313131313133333131311333I311))

£
*

+33333333)3)3)))., M L- HDBK- XXXX/ X *
* NOTICE OF = NOTI CE X *
*CANCELLATI ON * DATE( day, nont h, year) *
-2222)))))))))- *

M LI TARY HANDBOOK
M LI TARY HANDBOOK Tl TLE CENTERED
SECOND LI NE OF M LI TARY HANDBOOK Tl TLE CENTERED

M L- HDBK- XXXX/ X, dated (day, nonth,year) is hereby cancelled
wi t hout replacenent.

ok ok X X X X % ok b b b o ok ok ok ok % % X X

CUSTODI ANS PREPARI NG ACTI VI TY=
ARMY- NAVY- YD >
NAVY- YD >
AF- PROJECT NUMBER >

FACR- XXXX >
AMSC N A AREA FACR*

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE: DI STRI BUTI ON | S*
UNLI M TED >

ok X X Xk b b b R R R R R kX X X X X % ok b b b R R ok R 2k X X X X X X X %

*

-22333333333333333333333333333331313133313313131333331313131313133333131311333I111))))-

Figure 8
Sanpl e of Cancellation Notice for MIlitary Handbook
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7.8.2 "l nactive for New Design" Note. When docunments are made inactive
for new design concurrent with a revision action, the follow ng note shal
appear below the title and above the preanble on the self cover and be boxed
for enphasis. Superseding docunents for new design shall be noted in the box
when applicable. See Figure 9 for sanple of "inactive for new design" note.

*333333333333333333333331333131313331331313131331333111))

* Inactive for new design after (date)
* For new desi gn use M L-STD-000

L B I )

-2233333333333333333333333333133131313333333131311)))))-

7.9 Validation. |If the preparing activity determ nes a handbook is
technically current with the state-of-the-art and user functiona

requi rements, revalidate handbook. Prepare a validation notice as shown in
Figure 10 for sanple of validation notice for mlitary handbook. Indicate in
the notice that the handbook has been reviewed; that it confornms to policies
and procedures contained in DOD 4120.3-M and M L-STD-962; that reference
documents are still valid; and that the document is current with the
state-of-the art. Validation of mlitary handbooks does not require

coordi nati on.

7.10 Notice of Reinstatement. The PA (or, with PA perm ssion, another
activity) may request NAVFACENGCOM Code 15C to reinstate a cancelled mlitary
handbook by issuance of a notice of reinstatement. The notice supersedes the
previous notice of cancellation, informs interested activities of the

rei nstatement date and includes information on the revised status of the
mlitary handbook and ot her needed information. See Figure 11 for sanmple
notice of reinstatement for mlitary handbook
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*33333333333333333333333333333333331313333133313131333313313131333333313131333333131311))))

FoF R X X X b b b R R R R R R kX X X X X X % b b b ok ok ok ok ok k% X X X

AMSC N A
DI STRI BUTI ON STATEMENT A. Approved for public release: distribution is

*3333333331333333331))) .,
> NOT MEASUREMENT >

> SENSI TI VE >
-22223333333333)))))))-
+333333331333333331313)3))) ., M L- HDBK- 417A
= NOTI CE OF I NACTIVE = NOTI CE 1
> FOR NEW DESI GN > 18 Cct ober 1995

-2233333333333333333)))-
DEPARTMENT OF DEFENSE

HANDBOOK FOR
CLASSI FI CATI ON SYSTEM FOR
SOLI D ELASTOVERI C MATERI ALS

M L- HDBK- 417A, dated 8 February 1976, is inactive for new design and
shal |l be no | onger used as a gui dance reference for new designs.

New desi gns shoul d use American Society for Testing and Materials
Standard D 2000, entitled "El astonmeric Materials or Autonotive
Applications.” CAUTION: The supersession information is valid as
of the date of this notice and may be superseded by subsequent

revi sions of the supersedi ng docunent.

(Application for copies of ASTM publications should be addressed to
the American Society for Testing and Materials, 1916 Race Street,
Phi | adel phia, PA 19103.)

Cust odi ans: Preparing Activity:
Arnmy - MR Arnmy - MR
Navy - SH (Project 9320-1234)

Air Force - 11

unlimted.

FSC 9320

ok kX X Xk ok b b b R o R R R kX X X X X X % b b b b ok ok ok ok k% % X X

-2333333333333333333333333333133333333333131313333313131313133331331313131313333313111)1I)))-

Figure 9
Sanpl e of "lnactive for New Design" Note
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*33333333333333333333333333333333331313333133313131333313131313131333133313131313333131311))))»

+33333333)))., M L- HDBK- XXXX/ X

* NOTI CE OF = NOTI CE X

*VALI DATI ON = DATE (day, nont h, year)
-22)00)))))-

M LI TARY HANDBOOK
M LI TARY HANDBOOK Tl TLE CENTERED
SECOND LI NE OF M LI TARY HANDBOOK Tl TLE CENTERED

M L- HDBK- XXXX/ X, dated (day, nonth, year) has been revi ewed and
determ ned to be current.

CUSTODI ANS PREPARI NG ACTI VI TY
ARMY- NAVY- YD
NAVY- YD
AF- PROJECT NUMBER
FACR- XXXX
AMSC N A AREA FACR

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE: DI STRIBUTION IS
UNLI M TED

FoF R X X X b b b R R R R R R kX X X X X X % b b b ok ok ok ok ok k% X X X
ok kX X Xk ok b b b R o R R R kX X X X X X % b b b b ok ok ok ok k% % X X

-2333333333333333333333333333133333333333131313333313131313133331331313131313333313111)1I)))-

Figure 10
Sanpl e of Validation Notice for MIlitary Handbook
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*333333333333333333333333333333333313131333313313131333331313131313333331313131133331311))

+333333333))))., M L- HDBK- XXXX/ X

* NOTICE OF = NOTI CE X

*REl NSTATEMVENT* DATE( day, nont h, year)
-2222)))))))))- ElCJ)_IFj:EEEEQI NG

DATE( day, nont h, year)

M LI TARY HANDBOOK
M LI TARY HANDBOOK Tl TLE CENTERED
SECOND LI NE OF M LI TARY HANDBOOK Tl TLE CENTERED

M L- HDBK- XXXX/ X, dated (day, nonth,year) and Notice X thereto,
cancel l ed by Notice X, dated (day, nonth,year) are hereby reinstated
and may be used.

ok X X X ok b b R o R R R R X X X X X % ok b b o ok ok ok k% X X

CUSTODI ANS PREPARI NG ACTI VI TY
ARMY- NAVY- YD
NAVY- YD
AF- PROJECT NUMBER
FACR- XXXX
AMSC N A AREA FACR*

DI STRI BUTI ON STATEMENT A. APPROVED FOR PUBLI C RELEASE: DI STRI BUTI ON | S*
UNLI M TED >

*

ok kX X X b b b b R R R R R R F X X X X X X Xk b b b b ok ok ok ok % % X X

*

-22333333333333333333333333333313133333333131333313133131313333133131313133333131311))I)))-

Figure 11
Sanpl e of Notice of Reinstatement for Mlitary Handbook
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APPENDI X A
SAMPLE SCOPE OF WORK FOR CRI TERI A MANUAL DEVELOPMENT

NOTE: Information in brackets is to be edited to reflect information
appropriate to criteria manual being devel oped or revised.

REVI SI ON OF [ M LI TARY HANDBOOK
M L- HDBK- 1008B, FI RE PROTECTI ON FOR FACI LI TI ES
ENG NEERI NG, DESI GN, AND CONSTRUCTI ON|

SCOPE OF WORK

. GENERAL REQUI REMENTS

A.  PRQIECT DEFI NI TI ON

1.

[ 2.

This project consists of work necessary to revise [Mlitary
Handbook, M L-HDBK-1008B, "Fire Protection for Engi neering,
Desi gn, and Construction"]. It will serve as planning,

engi neeri ng, and design gui dance to professional facility

pl anners, engineers, and architects (both Navy and Contractor).
The guidance will be used for individual project planning, for
prepari ng engi neering docunentation, and for preparing
contractual documents for construction.

The current fire protection criteria located in M L-HDBK-1008B are
i nconpl ete and do not reflect current fire protection technol ogy.]

The Government will negotiate a fixed-price fee for work contai ned
i n Phases A through D.

B. ADM NI STRATI VE PROCEDURES AND | NSTRUCTI ONS

1.

The work will be adm nistered by the [Preparing Activity], Naval

Facilities Engineering Command. Instruction to the
Architect-Engineer (A/E) Contractor will be made by the Conmandi ng
Oficer. In the routine administration of the contract, such
direction will be through the [ Engi neer-in-Charge

(EIQ)/Architect-in-Charge (AIQ)].

The criteria text [and facility plates] for [M L-HDBK- 1008B]

shal | be acconplished in accordance with the criteria listed
herein and other applicable criteria. The work shall be in
accordance with the subm ssion requirenents and schedul e as herein
st at ed.
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APPENDI X A (Conti nued)

[ As soon as possible] after award of this contract, a conference
will be held, at which time the A/E Contractor will be given the
opportunity to ask pertinent questions involving procedures for
preparation of the [handbook]. Additional conferences may be
schedul ed as necessary.

The A/E Contractor shall submt nonthly reports on the progress of
the project. Reports shall include percent of conpletion

probl ems encountered, if any, and a current status of the

subm ssi on schedul e.

Cor respondence, excluding invoices, shall be addressed to the

[ Commandi ng Officer or Commander], [Preparing Activity and
address] with [two] extra copies. Invoices shall be sent to the
attention of [Code 04] with [four] extra copies.

The A/ E Contractor shall prepare conference reports of

conferences and tel ephone instructions, and deliver [three] copies
each of such reports to the [ Comranding O ficer or Commander],
[Preparing Activity, Attention: Codes 406 and 407] within [5]
days from date of such conference or tel ephone instruction.

The contract nunmber shall be used on reports and correspondence
regarding this contract.

The A/E Contractor is cautioned that a technically deficient
docunent or a poorly drafted docunent resulting in illegible
copies will require resubnission

Prior to proceeding with the preparation of the final document, a
conference will be held for final coordination and resolution of
any unsol ved probl ens.

CRI TERI A

1

The following is a [partial] listing of criteria sources which
shall be consulted for this project:

[a. ML-HDBK-1190, Facility Planning and Desi gn Gui de]

b. M L-HDBK-1006/3B, Policy and Procedures for Engineering and
Design Criteria Manual Preparation

[c. ML-HDBK-1008B, Fire Protection for Facilities Engineering,
Desi gn, and Constructi on]
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APPENDI X A (Conti nued)
d. Additional Criteria
[(1) National Fire Protection Association (NFPA) Standards]

(2) ASTME 621, Standard Practice for the Use of Metric (SI)
Units in Building Design and Construction

The Government will provide the above docurments, on a | oan basis.

1. SPECI FI C REQUI REMENTS

A.  PRQIECT REQUI REMENTS

1

[ 2.

[ 4.

[5.

The A/E Contractor shall review and eval uate the present NAVFAC
and the above-listed criteria relating to [fire protection] and
identify data, criteria, and references to be updated and any new
text and requirenments needed to be devel oped.

[Visit facilities and locations. Interview facility managers and
users. Analyze the actual facilities and the |ocal users
requirenents. |

NAVFACENGCOM requires a detailed outline of the criteria text.
The devel oped outline shall address the concerns listed in this
Scope of Work. The outline nmay contain the foll owi ng najor
headi ngs:

[ Section 1: I ntroducti on

Section 2: Pl anni ng Factors

Section 3: General Fire Protection Subjects

Section 4: Specific Fire Protection Subjects

Section 5: Fire Protection Standard Construction
Det ai | s]

Devel op conceptual sketches for the schematic designs to be
i ncluded in the handbook as facility plates. Two to three
conceptual sketches shall be devel oped for each schematic design.]

Devel op a |ist of possible detailed drawings. Confer with the
Government as to the details desired by the Government. The
details will then be prepared as facility plates.]

Prepare the criteria text. The criteria text shall be in
accordance with the listed criteria and in accordance with the
format for mlitary handbooks described in M L-HDBK- 1006/ 3C
Pol i cy and Procedures for Engi neering and Design Criteria Manua
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Preparation. The criteria text shall honor the follow ng
par anmet ers and di scuss the foll ow ng subjects, anong other topics:

[List the major topics that are to be included in the text. This
listing may be in terns of the programfor the facility type or a
listing of functional concerns.]

7. Coordination review comments shall be processed as described in
"Section 5: COORDI NATI ON' of M L-HDBK- 1006/ 3C.

8. Required certification.
B. SUBM TTAL PROCEDURES AND REQUI REMENTS
1. Ceneral

a. The A/E Contractor shall acconplish the work in the various
phases as outlined below. The events scheduled in the
Engi neering Criteria Management System defined in
M L- HDBK- 1006/ 3C, shoul d be not ed.

b. Copies of the criteria text and graphics subnmitted for the
various review phases and the final subm ssion shall be in
final format. Final format includes use of 8-1/2 by 11-inch
whit e paper and conformance to the requirenents of
M L- HDBK- 1006/ 3C and addi ti onal instructional documents
listed.

c. |If any submission is unacceptable, resubnissions will be
required until an acceptabl e submission is obtained.

2. PHASE A: PRELI M NARY SUBM SSI ON
a. Prepare a prelimnary subm ssion for review

b. The prelimnary subm ssion will be based on the follow ng
proj ect requirenents:

(1) Evaluation of present criteria;
[(2) Site visits;]
(3) Devel opnent of a |ayout program

[(4) Developnent of a list of possible details;]
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(5) Addressing items of health and safety, functional or
technical requirements, and the state-of-the-art.

The prelimnary subm ssion will consist of a detailed
outline of criteria text.

Submit [five] copies of each subm ssion el enent [and present
the prelimnary subm ssion orally at the preparing
activity's office], after which a period of review wll

foll ow

Al'l ow 60 days for approval.

Upon conpletion of the review, the Government will return

mar ked- up docunments to the A/E Contractor with coments as
recei ved from Governnment reviewers indicating desired

revi sions and corrections for incorporation into the next

phase of work.

PHASE B: COORDI NATI ON SUBM SSI ON

a.

Prepare a coordinati on subnission for which the work shoul d be
approxi mately 90 percent conplete.

Thi s subni ssion shall be used for fornal coordination. The
Government will submit the draft for coordination review anong
Government agencies; the AJE Contractor shall subnit the draft
for coordination anobng a cross-section of non-Gover nnent
groups interested in such facilities.

The coordination subm ssion shall be based on the foll ow ng
further project requirenents:

(1) Disposition of prior comments as di scussed above.
(2) Devel opnent of criteria text.

The coordi nati on subm ssion shall contain the criteria text,
90 percent conmpleted and in final format.

Submit [25] copies of the draft in final format.
Upon conpletion of the review, the Government will return
mar ked- up docunments to the A/E Contractor with coments

i ndi cating desired revisions and corrections for incorporation
into the next phase of work.
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g. Wen required by the Scope of Wrk, a separate 24 to 40 hour
VETS is required to be perforned prior to this subnission.
Conduct the VETS under a Society of American Val ue Engi neers
(SAVE) CVS who is also a practicing architect or engineer.
The CVS may be an enpl oyee of the Contractor or a consultant
supported by the discipline(s) representing the specialty of
the criteria preparation. One nenber of the VETS shal
participate in the site visits. The results of the VETS will
acconpany the coordi nati on subm ssion along with the A/E s
recomendati on for inplementation. The Government's
review will resolve inplenmentation of those recomendati ons.

4. PHASE C. 100 PERCENT SUBM SSI ON

a. Review comrents as received. Resolve conments using procedure
in ML-HDBK-1006/3C. [Review the coordination coments
requi ring response and annotate responses on a copy of each.]
Prepare a | 00 percent subm ssion.

b. Submit the foll ow ng:

(1) Submit [five] copies of the |00 percent submission in
final format. The draft nmilitary handbook shall be
100 percent conplete and in accordance with
requi rements previously stated herein.

(2) Subnmit [three] hard copies and one 3-1/2-inch DSHD
di skette preferably, or 5-1/4-inch DSDD or DSHD
di skette of comments and their resolution carried out
in accordance with M L- HDBK-1006/ 3C.

[(3) Subnmit three copies of annotated coordination comrents.]
(4) Required certification.

b. Upon conpletion of review, the Government will return
mar ked- up docunments to the A/E Contractor with coments
i ndi cating desired revisions and corrections for
i ncorporation into the next phase of work.

5. PHASE D: FINAL SUBM SSI ON
a. Prepare a final subnission which contains the revised

docunent, 100 percent conpl ete and canera-ready for
printing.
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b. The final subm ssion shall consist of the follow ng:

(1) One set of camera-ready originals of conplete criteria
manual in final format.

(2) 3-1/2-inch DSHD di skette(s) preferably, or 5-1/4-inch
DSDD or DSHD di skette(s) of the conplete criteria
document .

(3) [Ten] copies of the final docunment in the 8-1/2 by
11-inch format.

(4) [One] hard copy and one 3-1/2-inch DSHD di skette
preferably, or 5-1/4-inch DSDD or DSHD di skette of the
conments, revised as necessary in response to the 100
percent comments.

(5) When a VETS is required by the Scope of Work, subnmit one
hard copy and one 3-1/2-inch DSHD di skette of the VETS to
NAVFACENGCOM Code 15CV for incorporation in the NAVFAC
Val ue Engi neering Data Information System (VEDI S) and
subsequent issue of the National Institute of Building
Sci ences (NI BS) CD- ROM

c. The Governnent will make a final review and in the event that
some itens are found whi ch have not been corrected, the
subm ssion will be returned for correction and resubm ssion
C. SUBM SSI ON SCHEDULE

The A/E Contractor shall submt the various phases of work for review as
required by this Scope of Work.
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REFERENCES

NOTE: THE FOLLOW NG REFERENCED DOCUMENTS FORM A PART OF THI' S HANDBOOK TO THE
EXTENT SPECI FI ED HEREIN. USERS OF THI S HANDBOOK SHOULD REFER TO THE LATEST
REVI SI ONS OF Cl TED DOCUMENTS UNLESS OTHERW SE DI RECTED.

FEDERAL/ M LI TARY SPECI FI CATI ONS, STANDARDS, BULLETI NS, HANDBOOKS, AND NAVFAC
GUI DE_SPECI FI CATI ONS:

Unl ess ot herwi se indicated, copies are available fromthe Naval Publishing and
Printing Service Ofice (NPPSO, Standardization Docunment Order Desk, Buil ding
4D, 700 Robbi ns Avenue, Phil adel phia, PA 19111-5094.

Depart ment of Defense |ndex of Specifications and
St andards (DODI SS) .

BULLETI NS
M L- BUL- 34 Engi neering and Design Criteria for Navy Facilities
STANDARDS
M L- STD- 962 Standard Practice for Defense Standards, Handbooks,
Acqui sition Guides, and Bulletins.
HANDBOCKS
M L- HDBK- 1006/ 1 Policy and Procedures for Project Draw ngs and
Speci ficati ons Preparation.
M L- HDBK- 1006/ 2 Pol i cy and Procedures for Guide Specification
Preparati on.
M L- HDBK- 1006/ 4 Policy and Procedures for Definitive and
St andards Desi gns and Standard Specification
Pr eparati on.
M L- HDBK- 1008B Fire Protection for Facilities Engineering, Design,

and Construction.

OTHER GOVERNMENT DOCUMENTS AND PUBLI CATI ONS:

DOD 4120. 3-M Def ense Standardi zati on and Specification Program
Policies, Procedures, and Instructions.

DD Form 1425 St andar di zati on Docunent | nprovenent Proposal.

NAVFAC 11012/9 Engi neering and Design Criteria Review.
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(Unl ess otherw se indicated, copies are available from Naval Publications and
Forms Center, 5801 Tabor Avenue, Phil adel phia, PA 19120; private

organi zati ons may purchase DOD 4120.3-M from the Superintendent of Docunents,
U. S. Government Printing Ofice, Washington, DC 20402.)

Government Printing Ofice (GPO) Style Manual

(Unl ess otherw se indicated, copies are available from Superintendent of
Docurents, U.S. Governnment Printing Ofice, Washington, DC 20402.)

NON- GOVERNMENT PUBLI| CATI ONS:

AMERI CAN SOCI ETY FOR TESTI NG AND MATERI ALS (ASTM

ASTM B 91 St andard Specification for Magnesi um Al l oy
For gi ngs.
ASTM E 621 Recommended Practice for the Use of Metric (SI) Units

in Building Design and Constructi on (DOD adopted).

ASTM E 1557 Standard C assification for Building El erents and
Rel ated Sitework - UN FORMAT I1.

(Unl ess otherw se indicated, copies are available from American Society for
Testing and Materials (ASTM, Phil adel phia, PA 19103.)

NATI ONAL | NSTI TUTE OF BUI LDI NG SCI ENCES ( NI BS)
CCB Construction Criteria Base
(Unl ess otherw se indicated, subscriptions are available from National

Institute of Building Sciences, 1201 L Street, NW Suite 400, Washington, DC
20005-4024.)
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GLOSSARY

Active Voice. A sentence is in active voice when the subject perforns the
action expressed by the verb instead of being acted upon; e.g., "[You
(subject)] state what information nust be reviewed."

AlE Firm A private contractor with architects and engineers qualified to
prepare Navy docunents.

Cancellation. Renoving criteria nmanual fromuse by notifying recipients of
criteria that it is cancelled, destroying stock, and del eting subject entries
in ML-BUL-34, Engineering and Design Criteria for Navy Facilities ECMS, and
references in other publications when such publications are revised.

Criteria. Criteria manuals, guide specifications, definitive designs,
standard desi gns, and other related guidance published to pronote quality
facilities engineering, design, construction, and nai ntenance.

Engi neer/Architect in Charge (EICAIC). The person fromthe preparing
activity in charge of work for devel opnent or revision of a criteria manual

Facilities Technol ogy. Those requirements necessary to ensure each
di scipline-oriented conponent systemwithin the facility is current with the
state-of-the-art.

Functi onal Requirenents. Those requirenents necessary to ensure a particular
facility continually nmeets the objective of the function for which it was
constructed.

Government. Naval Facilities Engineering Command acting in the interest of
the U S. Navy and Departnment of Defense.

Life-Cycle. A definition of the time required for the function under analysis
to continue operating; e.g., a 40-year building life.

Life-Cycle Cost. The determ nation, evaluation, and presentation of costs
incurred by and in a facility being engineered or designed. |ncludes costs of
pl anni ng, designi ng, engineering, constructing, operating, and maintaining the
facility. Maintenance includes costs of doing business in the facility--wages
and sal ari es.

Maj or daimant. Those commands, bureaus, and of fi ces designated by the Chief
of Naval Operations, as clainmants responsible for the presentation and
formul ati on of programs, such as MIlitary Construction, operations and

mai nt enance, and equi prment procurenent for the shore (field) activities under
their command to the resource sponsors.
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Preparing Activity (PA). The Engineering Field Division (EFA), Engineering
Field Activity (EFA), or other NAVFACENGCOM activity responsible for the
devel opnent or revision of a handbook

Revi sion. Conpleting engi neering and admi nistrative work necessary for a
particul ar handbook to ensure that it provides current facilities technol ogy
and functional and procedural requirements gui dance.

Scope of Work. A description of services required of the preparer of a
handbook.

State-of-the-Art. The scientific and technical |evel attained at a given
tinme.

Stream i ning. The process of identifying, devel oping, and inplenenting

i mprovenments in the acquisition process that results in a reduction in cost
and time. The process will yield a criteria manual that is easy to use and
flexi ble enough to pernit designers to choose the npst econom cal sol utions
for a specific set of circunstances not under their control

Validation. Providing an in-depth technical review of a criteria manual,
determining that it is current with the state-of-the-art and neets the
function for which it was intended, and certifying it valid.

Val ue Engi neering. A systematic approach for seeking out the best functiona
bal ance between cost, reliability an performance of the product or project.
The process will yield a criteria manual that is easy to use and flexible
enough to permit designers to choose the npst economical solutions for a
specific set of circumstances not under their control

CUSTODI AN PREPARI NG ACTI VI TY
NAVY - YD2 NAVY - YD2
PROIECT NO.
FACR- 1127
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